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REAL EXECUTIVE SECRETARIES 


They play important parts in the management of particular depart- 
ments and contribute materially to the success of their companies 


By RALPH BENSON 


I iv | eive 
large concern in another city The pe 
st “ wrote it signed mseli “execu 

tive secretary t t] head I ft bus Ss 

kxec e secretary at title mplies a unique 
mbina f ties. It means that su 
pers must not only be equipped with th 
ss ste grap! ab lity but has t ha 
1dadit { s< q alit ‘ I tiative i 
foresight that make f a good executive He 
st, many cases, a is a sort oft 11 S¢ 
mcer r sounding board between his chief and 
rest of the organizatior 
The man whose letter started this train of 
thought was too far away for me to call ai 


ask him about his job, so | interviewed several 


local persons close by who occupy such pos 
t S W it they t Id me abs t the iohbs | 


ertson, the bridge expert. In the six 
years ot her business experience, he is still het 
first employer. Born in Buenos Aires, Arget 
tina, she came to this country as a child and 
was educated in New York. Her first job 
was the off f the Bripce Wortp, the 
magazine published by Mr. Culbertson. Her 
b was a routine, stenographic one; but some 
thing in the way she performed her duties at 


tracted the attention of the office manager and 
Finally, 
when Mr. Culbertson needed a new secretary, 


she was given small promotions 


she was selected for the job. 
Starting as Mr. Culbertson’s secretary, she 
has taken over so many responsil 


' 
niities in con 
‘ 
} 


nection with his various enterprises that she 


s practically his “right-hand man She is an 
officer, too, of the different corporations with 
which he is associated—assistant secretary, for 
instance, of Bridge World Publishing Com- 


pany and Kem Playing Card Company. In 
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Her comments on her job are most enlight- tence one must have to get the job he wants 
ening No one,” she says, “has the right to After graduation from the Milford (Connect 
call himself a secretary just because he takes cut) High School, where he studied Gregg 
dictation from someon Shorthand ability shorthand, he worked at several n r clerical 
alone doesn't make a secretary, although it is bs until he landed o1 $ assistant to the pur 
to be taken for granted An executive secre- chasing agent of the Singer Manufacturing 
tary is one who by virtue of training and a Company. He had, however, two definite goa!s 
sociation has acquired an executive point of n mind toward whi e was working: First 
view and approach to problems and can discuss e wanted a job in N Lork; a : 

th the executive himself wanted a secretarial To quote Mr 
roiter ¥ | , 


them intelligently w 


Perhaps I should wa Moore My favorite pastime was writing let 


rn students here of a big 
ters to wet a secretafria 


pitfall It is the tendency that secretaries Q 
have to assume t much authority, so that He circularized all the large companies it 
they are almost competing with their owt New York that were engaged in the types of 
+} } , } ‘ ; : +? } } | ] } 
bosses o1 ej Remembe a matter business in which was interested, whi 
how much confidence your boss has in you were transportation and communication. Among 
ind how greatly he respects your judgment, others, he wrote to the National Broadcasting 
1 re till } } liy te ' » | ¢ } 
you a ibordina Company Practica e replies he re 
ceived stated that ther vere n openings at 


| 
until a vacancy 


pears on t n ths er, 18S assistant and hie 
executive secretary to the chief of the press something in the reply from the personnel 
division of the National Broadcasting Con manager’ of the National Broadcasting Con 
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regularly 


centrate all his efforts there hus 
+} } 


ever) about a 


10b 
When two years had passed and still m 


was forthcoming, he decided 
to Ne \\ \ ( k i¢ < ill d the pers ! ] 
inag¢ W 2 I ind a 





Viss 


Mandell 


his time, going thoroughly into his back 
ground Then he gave him a shorthand and 
typing test 


**THAT test,” recalled Mr. Moore, “was a 

revelation to m rhe con ple ted transct Ipt 

showed many errors and omissions It cer 
’ t od advantage 


tainly did not show me up to g& 


I had not realize w much | had torgottes 


i 
in the five years I hadn't used my shorthand! 


After talking things over with the personnel 
manager, I asked him if I might try aga 
sometime after I had regained my speed and 
accurat for I intended to go to night school 
to get back all I had lost. He told me to come 
to see him again whenever I thought | was 
ready 

So Mr. Moore went to night school and 
every few months wrote the personnel mar 
ager of his progress At the end of the third 


year from the time he had started his personal 
job at the National Broadcast- 


ng Company, he 1 


campaign for a 
und his shorthand and typ 
ng so much that he went to New 
York to see the personnel manager again. He 


was immediate test, and acquitted 


i 
improved 


given an 
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clerk in 
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Klar 


Gerald B rked as a 


re alized 
uld have 


id oOmee, ne soon 


were to get anywhere he w 


to hitch his wagon to a shorthand star He 
bought a shorthand manual and set about to 
teach himself. His father aided him by giving 
him dictation at night, after which he would 
put his notes away until the next morning. 
Letting a night intervene before transcribing 


422 
them was to him a pretty good test of his 
ability, for he then had to rely on his knowl 
edge and not his memory for aid 

Almost from the start he was able to put 
his acquired horthand knowledge to good 
use He soon became secretary to the divi 
sion superintendent and obtained a thorough 
grounding in railroading In the course of 
his promotions, he became secretary to R. B 


White, president f the Central Railroad of 
New Jersey. When Mr. White assumed the 
presidency of the Western Union Telegraph 
Company, Mr. Saterlee went along with him, 
and it was at the Western Union executive 
ofhces that I saw him 

Mr. Saterlee’s definition of an executive sec 
retary is one who can take over a mass of de 
tail from his chief and can dispose of it in 


executive fashion. After talking with him, | 
should say that his particular case the a 
cent is on the “executive” part of the job 


True, he takes Mr. White's dictation, but Mr 
White is concerned with the broad and far 
reaching policies of this great communica 


tions system and Mr. Saterlee takes care of all 
the details that are involved, aided by a 
stenographer of his own. Since his chief is a 
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man of varied interests, he also attends to his 
personal business matters, traveling with hin 
when necessary 

Shorthand is a good ladder for an ambitious 


young man or woman to use to climb to busi 
ness uccess, Mr Sate et s nvinced It 
s wn case, his stet grapl knowledge took 


1 | 1 


him in three years from a clerical job in a 
minor othce to association with the vice pres! 
dent and general manager of a railroad, with 
whom he has continued his business progress 
I'M glad I had the opportunity to talk to 
these men and women. Their experience is 
certainly a good testimonial as to the worth 
of shorthand in making a person flexible 


enough to fill a varied job. According to them, 
being a “johnny-on-the-spot” when someone 
needs a stenographer a hurry is the best 


way to wget recognitiol! ind the rewards that 
follow such recognitior If you've got the 
bility that makes for a good executive, your 
shorthand knowledge will just speed you to a 
good job as executive secretary to a man who 
recognizes the worth of such a trustworthy 
lieutenant. And who knows how soon to an 
executive chair of your ow! 


THE PROBLEM OF JOB-HUNTING 


There is a difference between an Employment Department and an 
Employment Agency, but both will be found to be of service 


By BERNICE C. TURNER 


OSITIONS secured through friends and 
direct application are much to be desired, 
but I would point out that a change has 
come about in employment agencies during the 
last few years. This information is given not 
because I am connected with any agency, but 
because I find a lack of understanding of em- 
ployment set-ups among people who are hunt 
ing work. They do not seem to realize that 
an employment department is part of a busi- 
ness organization and is paid on a salary basis 
by the firm, while an employment agency is 
paid by the person seeking work 
Employment agencies are established by in- 
dividuals who plan to assist people in securing 
work. They interview employers and maintain 
telephone contacts after they have secured the 
good will of firms. For their service they 
expect to receive the salary for one week of 
every applicant they place. This is only a 
fair remuneration, and any person who secures 
a position through an agency should be most 
careful to pay his fee promptly. Usually there 
is a discount for payment within a week or 


ten days, or the payment may be spread over 
a period of weeks if the applicant is short of 


ready cash for living expenses during the 
first few weeks he is earning. 

Employment agencies, because they get one 
week of your salary, will be interested in 


securing for you the highest salary you can 


command 
Employment departments usually do all of 
the employing for their companies Their re 
sponsibility for you does not end when they 
place you with one of their officers; they are 
interested in maintaining an efficient personnel, 
and so they follow your work closely for the 
purpose of promoting or demoting you. Nat- 
urally, since they personally get no fee for 
your placement, they tend to hire you for the 
lowest salary for which you will work, be- 
cause their efficiency is somewhat rated on 
their ability to keep salary expenses down. 


PHE difference in viewpoint on the salary 
question between the employment agency and 
the employment department formerly caused 
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NECESSITY OF LOOKING AHEAD 


Solution of future problems seldom can be reached unless one 
cultivates the practice of maintaining a forward point of view 


By W. W. RENSHAW 


NUMBER of you are about to com- 
plete your training and enter the business 
world. This is a milestone for you, and 
any marked change in the direction of your life 
merits a pause during which you review the 
past, take stock of the present, and try to 
visualize the tuture 
[he story of the past is reflected in the sub 
ject grades which your instructors gave you 
in your attitude toward your teachers and your 
fellow students: in your ¢ ipacity for coopera 
tion and teamwork; in the working habits you 
have formed; in your modesty in triumph; 
in your ability to learn something construc 
tive from your defeats 
It will pay you to go into seclusion, study 
the record impersonally, and learn from it 
whatever you can, for the world of business ts 


quite different from the classroom and w 


call for some adju 


Standards 


Passing grades in school have run anywhere 
from 65 per cent up. Of course, you weren't 
one of those who were content with “getting 
by,” but even with good grades some adjust 
ment will still be necessary 

A 75 per cent transcript is not acceptable in 
the business office, neither is a 99 per cent 
transcript. A misfiled letter affects a grade in 
school; in business, it may be so serious as to 
prevent the consummation of a contract. Th 
writing of “Me.” instead of “Mo.” is in school 
nothing more important than a typographical 
error: in business, it would send a carload of 
merchandise to Maine instead of to Missouri 
Errors in arithmetic or bookkeeping may not 
prevent promotion or graduation; in business, 
however, they cannot be, and are not, tolerated 


The business world has to be exacting. It 
will be necessary for you to measure up, or 


to make room for someone else. 
Sense of Responsibility 


All through the grades and high school, 
your teachers have carried the responsibility 
of finding your errors, searching out your 
weaknesses. Of course, business, too, pro 
vides for supervision, but nothing contributes 


quite so much to the ease of an employer's 
mind as the knowledge that, having turned a 
task over to you, he can be perfectly confident 
the work will be promptly and accurately done. 


Moreover, you cannot expect t rise ft a 
position of responsibility until you have first 
demonstrated that you assume the responsibility 


of doing your own work well 


Your Importance to the Employer 


It may be a long time before you are called 
upon to make the big decisions for the business 
ir, in fact, any at all. Don’t get the impres- 


sion, however, that you are not important. 


A man starts in busines und, as long as it 
continues to be a one-man business, his owt! 
ability is the measures f the success of the 
undertaking. The minute, however, he takes 
a partner, or engages an en pl yee, the success 
f the undertaking is red by that partner 
Tr employee, no matter how unble the posi 
tion of the latter 

You cannot answer t telephone, told a let 


ter, seal an envelope, type an invoice, greet a 
customer, or do anything at all, without affect- 
ing favorably or unfavorably the present and 
future of the business. No business can rise 
ibove the level of its collective employees, 
and, as one of them, you will be an important 


person 


Common Sense and Good Judgment 


The more I study successful business men, 
the more I am convinced that their success is 


due to a broad and yet exact knowledge of 


their business, Pius ee ; SCOUSE . omm 
seTise reaching i rrect < clusio1 dk 
ing the right thing, on the basis of all the 


lacts bearing on the case 

Make yourself common-sense conscious 
Keep applying the test, “What is the commor 
sense of this situation?” The mere reiterating 
of the question will often lead to the correct 


thing to do because it challenges thought 

Note that, in offering a definition of com 
mon sense, I emphasized “all” the facts. Em 
joyees are continually submitting recomm 
dations to executives which are correct recom 
mendations if we consider only the facts that 
they have taken into a unt The digging 
out, however, of all the facts frequently points 
to an entirely different conclusion 


Perspix acuity 


Be eternally curious about the business 
learn everything about it that you possibly 


can. Nothing is so soul-satisfying, so reassur- 
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ing, as | a'l the facts The employee Canadian National Exhibition, Toront Cal 
who has hing less than all the facts is ada, on August 28, 1937. This will be the sec 
always subordinate to the person who has all ond consecutive year in which Mr. Pribble has 
the facts The first one receives instructions been thus honors 
and a moderate pay envelope; the second one The contests will include one for the Pr: 
gives instructions and cashes in on the good fessional Championship of the world his 
things of life carries three prizes, $500 as first prize, $250 

Overlook no opportunity for learning what is a second award, and a sterling silver medal 
it is all about to be awarded 1 the person carning third 

, 
The Follow-Through — - Ps 
There “ 5 he i World's \mateur 

App! ma it to the se ‘ ind cor [ypewriting Championship Contest pen t 
sequence f the mmmediate task The enclo any typist who has not heretofore won the 
sure called lor this letter has t been pro t tle ft VW rid’s An ateur ( hampior Typist 
vided for? This carbon copy—is it distinct and who ha t pr usly competed in the 
neat, and readable? This letter—why submit World's Professional Class. In this ntest a 
it unless its meaning is crystal clear Phis beautiful championship ip and the Exhibi 
message—wi'l your employer understand it as tion’s silver medal will be awarded t rst and 
well as you do? This notatior will it be as econd places respect vely It aidition t 
clear a year hence as it is now? This num the World's ntests. there will be Canadian 
ber—is the decimal poimt correctly placed contests in the Professional. Amateur. Novice 
This transaction—have vou done the commot d Open S ssifacat 
sense thing with it, having in mind not only 
what may happen next, but its ultimate effect 
ae Sesion 


q@q 12 QUESTIONS p> 


Your Employer Will Be Human 








You need not be nervous when you upp!y 


lor a p to1 If the employer is big enough Check them to see how many you can 
to be a boss, he s big enough t remember answer and compare the result with 
the time when he, t was a beginner applying the answers on page 445 


for a position; he is willing to make allow 


1. What 
2, What habea bus mea 


What nd \ re tre International 


ances for the fact that you are a beeinner 
rather than an expert He will temper the 


wind to the shorn lamb: he knows better tha 


anyone else that an applicant taking an en ; 
ployment test is not at his best and may rea +. What w ' popu rt 
sonably be expected to d lar better ul ler nited States . , mat bitants 
normal working conditions er squat is Kh Island 
Having been accepted, you will find his f . W , ' hae 
he is worthy of his position as an execu Owes 
eager for constructive suggestions, ready t 6. What are 1 ative =proportions i 
explain things to you, delighted with your in square mile e, N \ 4, and 
terest in the business and your desire to ad \sia 
vance If he 5 the b ta br a | mir led execut r 7 W at I nd | at I the 
with whom you wish to ntinue to be ident most north vor! 
hed, he is n i driver, but rather a leader 8. When were adhesive stamps first used 
Business is a wonderful institution You etters carried by post in th mited State 
ire going to find it fascinating, and you wi! When d live eu 
derive a great deal of enjoyment from your 9. What America ckwat 
own part in it through its whole leng 
10. Wher t p hle to m Indians 
to Kentucky without cr ng the O Rivet 


Typewriting Championship 11. Can water be made to flow slowly over 
; . cae 
Contests 12 What 


i : i sn” 


ie 





M: R. J. Pribble, of the Department ot o o o 

Commerce of the Sacramento Junior 

College, Sacramento, California, has aga Auburn Stenog Why the deuce d | 
been designated by the Canadian National Ex- struggle with this piffling job 

hibition to organize and conduct the Inter Blond Ditto Don't be discouraged. Think 
national Typewriting Championship Contests f the might ik; it too was once a nut.’ 


which will be held under the auspices of the Conta 
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WHAT SHALL WE DO ABOUT IT ? 


To be mentally lazy is even worse than to be physically lazy; the 
consequences, when applied to letter writing, are apt to be serious 


By VIRGINIA YOUNG 


INCE my article on stereotyped phrase 


ology appeared in the February issue of 


the Grecc WRITER, a good many persons 

ave asked me what I suggest to replace these 
phrases 

The main objection t the perte tly legit: 

mate words which I listed is that they become 

habits with those who use them and oftet 


take the place of fresher, more vital wording 
They are not the words one would use in a 


face-to-face conversation, so why should they 


he given a place in letters? If we should de 
ise a list of expressions to take the place of 
the threadbare ones, before long the new list 
wou'd be threadbare, t and we'd be no better 


ff than we were betoré 


When we speak to a person we choose words 
that will convey our exact thought This is 
just what we should do when we speak throug! 
the medium of a letter Our words should 
reflect our own personalities In the office 
where rv " rrespondence upervisor, 


there are sixty-five correspondents—excellent 


letter writers, every one of them I can take 
1 stack of letters, tear the names off the bot 
toms, and tell you with eighty-five per cent 
accuracy who wrote the letters Each cor 


respondent has a style all his own; each one 
writes as he talks, and, as you know, no tw 
persons use the same word combinations 
Some of the worn-out phrases which I listed 
are fit only to be discarded and replaced by 


nothing at all, for they are unnecessary. “This 
is for your information.” For what else could 
if poss bly he ? “According to our records.’ 


Obvious, for any information that we obtain 
usually comes from our records. 

Many of the phrases that are not actually 
unnecessary can be shortened. For example, 
“at an early date” can be cut down to “soon,” 
and “at this writing” can be effectively re- 
placed by the one word “now.” “Are in re- 
ceipt of” shortens, in everyday language, to 
“we have.” 


LET'S run through a few more of the phrases 
in that list of “antiquities” and “superfluities” : 


ARE YOU INTERESTED IN is all right in its 
proper use, that is, when you are really curious, but 
in many letters one sees it used in a way that weak 
ens the entire letter. One may, by covering excellent 
points and properly outlining an offer, get a prospect 
in the mood to “sign on the dotted line.” Then he 
may wind up that letter and lose the prospect's inter- 


' te ik 

« ‘Are tereste 
yu told e that pe 
expect of tl I 
expect a 1 spe t } 
inte i a moment tl 
loubt of | nterest 

AS PER is object 
pe We speak Eng 
she we asiona 
foreign to our natura 

AS REGARDS is 

{f saying “regarding 

AS THE CASE MAY 
PROPOSITION are w 
iimary nversat ! 
I’ve ever heard talk 

ASSURING YOIl 

f ten. and when we 

s 1 j tter 
the ng “ . 
sentences 


AT ALL TIMES, AT 
AT THIS TIMI AT 


special “pet peeves 
there are " - 
these ins . tle 
become so m imy 
t tear the se | 
etter that ntaine 

€ r ti ther +} 

AT HAND is 
Saying were y speak 
“T have the k, 

The book is at har 

I have ette 


sy now 

AT YOUR EARLIES1 
rHE EARLIES POSSIRI 
around-the-bush methods 
can.’ 

ATTACHED HERI 


tached” alone does not 


AVAIL YOURSELF OF 


s stiff and awkward 


AWAITING YOUR 


totally unnecessary Re 
a tavor 

BUT WHAT can 
“that” alone cannot 
“that” sounds; “There 
be our next president 
will be our next presicds 

BY RETURN MAII 
what is return mail’? T 


of suggesting a speedy 


day, at once.” 
COMMUNICATION 


referring to a letter S 


your communication of 
letter, while “communi 


a personally delivered n 


be specific 


COMPLYING WITH 


ally unnecessary Your 


AT THIS MOMENT 


\ “ ette mar 
t “ 4 we 
' ‘ we 
* not 
he 1 
‘ ‘ e wt 
4 t is 
sing ree 
ne w 
F AS TO YOUR 
se 
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s u 
ecessa ex ess 
4 ‘ 
V\ i 
| 4 
ing 2 iwkw | 


HE PRESENT TIME 


ANY TIME are : very 
tter writing I think 
} har 
nr ed ar 
4 st 1T ssit e 
S¢ i ne-page 
x twe € f 
" mk ¢ 
y s 
ever, never . 
- i t say 
y t ; t 
g Ww 


CONVENIENCE and AT 


F MOMENT are 


Ss 500m as you 


g a 


THIS OPPORTUNITY 


weak 
RTHER FAVOR 
» letter sa etter ' 
that he ne A 
how n h hette 
t t w at ¢ Ww 
; } hat 
s 
$ thing a a 
es any etter ways 
mediately t 
stiff and formal way of 


ter ne sees, “We have 


h 20." A letter is a 
might be a telegram 
most anything Let's 


UR REQUEST is usu 


taking action is proof that 
you are complying with the 


juest 
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COMPLAINT is a word f f dy te. Avoid KIND FAVOR, KINDLY ASK, KINDLY IN 


it wherever possible, f{ t brings negatives the FORM, KIN ADVISI Kindly” is a word 
reader's 7 ; ‘We ha t g s t . | ' please 
ut the hine w R - t refers k ess. as He was kis 
service” is not nearly so dangerou We have 1 mb animals His kindly and benevolent 
your : aint about r machine ttitude made hir we . kindly 
CONTENTS NOTED is obv s; if ‘ from your business letters and use ease” instead 
etter and answer it, 5 n t have noted the for that is what really mear If sh 
tents f the letter ask someone t ss the bread y ‘ Please pase 
DESIRE TO STATI If y wish t say some the bread.’ I e never heard a ne sa Kindls 
thing, go ahead and say it; no e n, or wv try pass me the 
to stop you NAMELY is tot innecessary We e¢ three 
DUE TO THE FACT , lors in the g¢ e ‘ nt want re white 
ENCLOSED HEREWITH Omit “herewith” and t greet ‘ st ; es We have 
Say just as n } thre Ss in t gta tf t iw t ely 
ENCLOSED PLEASE FIND s ¢ cut t ed, white, and 5 
Sanslienndl F I _ 
ESTEEMED st . tf the avs wher knight sure no c h ‘ mnit yw ‘ t ‘ 
hood was in flow “ . nger ; expected ¢ © say it ‘ hos . . ¢ » te 
put such “ginge ! ¢ make ther t ‘ e 


s weak and flat t Bes he t OUR M MR I ; , 
favoring us. If wea good we ke the \ 
prospect think we are f g t g } works f " 
purchase our extra-special g undise! N bur re t M k , 
one ever | aced an ler ‘ ¢ ‘ the _ a Mr nk . 
sold the product PER ir se cas is “as 
FORMER es haz ar ndefinite I have see ef Ter ents ; e nat 
correspondents refer t » “former etter’ whes - I on 
there had beer f a dozen former letters Pt MIT wi 
GOTTEN s solete t : ts ses and has beer tegory s t state \ 
replaced by “got.” Maybe you hav heard the little g ahe ‘ 
story of the tragedy of the past participle, but | PLEASI E AD SED This 
take just a minute to tell you, is en moet . gg at : 
It seems that tair ng mar nt S 1 f P 
1 New York and had t take a t nt get ¢t s * w it wit ting t 
office in the city. One day he was sitting at his desk f t 
when a most unpleasant thought pped into his head PRESENT WRITING 5 ‘ tene t 
“Oh, no ; s is my wife's birthday ‘now.” D hear a es 
and I ha a thing ft he entertainment ent speaking | $ sens g 





Calling a telegraph boy he sent his wife s wire RECENT DATE If the it essentia er 
“HAVE GOTTEN TICKETS FOR LOHENGRIN tion it definitely f it is t srega Recent 
MEET ME AT STATION AT SIX Imagine the late” tells nothing 











young husband's consternation when his wife and TAKI THI LIBERTY One st ke 

eight friends met him at the station, expecting to berty in a ne ett Ie ga s 

have nner ; attend the pera I nderstand that thing is not taking ' ty 

he had to pawn his watch shirt st n order to THANK ,; YO N ADVANCE puts ade 

purchase the additional eight tickets What had f your ga t is t good 

happened, you see, was that the telegraph operator psychology to this y “thank y after your 

separated the word “gotten” to the two words, “got equest has be [ A ease wher 

ten.” So maybe that’s why we no longer have “‘gotter you are requesting s ne 

with us THE R : - cas 
HAS COME TO HAND is something you'd never and is : e ecessa 

in the world say; then why write it THI Why not I c Ser 
HAVE YOU STOPPED TO CONSIDER is ur this to the attent f the write: sf more it 

flattering to say the least; don't you think so? telligent tha: et wok to the speaker” yet how 


HEREWITH PLEASE FIND—wi he have t A ‘ 
search tor it THIS IS TO ACKNOWLEDGI Obvy y it is 


HEREWITH HAND YOU. Inaccurate, certainly Why say s 


for one cannot Akand something through the mail TO STATI M etter t se to say for a 
‘Here is” is so much better statement is usually a legal afta 

HOPING TO HEAR FROM YOU Again, TRUST rRUSTING This is a word that 
shades of Lochinvar, Don Quixote, and the other s often incorrectly used for pe Trust” means 
great knights If you make your letter interesting ‘implicit fait the inscription or f ns reads 
and your proposal attractive, you w// hear from “In God we t t und ti t However 
him, but your “hopes” will have nothing to do with it “We trust that we will receive 3 r orde s wery 


I FEEL THAT and I BELIEVE THAT are much out of Lee 
weak If a statement is true, make it without res UNDER SEPARATE COVER ! eplaced by 





ervations the one word “se at t is : at a 
IN OTHER WORDS If y have said some VALUED—unnecessar forr t “ suggests 
thing once and have covered it early and com ack of sincerit 
pletely, why should you have to sa t again “in VIA—t t ag parce 
other words?’ This is usually an admission that post”’ sounds a great etter c 
you fear you have not made yourself ear post.”’ 
INSTANT If, on the tenth of March, | receive WE ARI N RECEIPT I Wi not “we 
mur letter of the fifth of March, why s! t I e 
speak of yur letter of March ther thar t WE BI I REMAIN ' e for tw 
etter Sf the fife nstant w . . enent ‘ ter } i end strongly ar na ear 


ont we ® mas . ‘ ‘ ne int P noliment 
ate S ang ® { ary 





ciose We d not cz neither we ‘yemal 
Really good uf the-minute letters end with a 
punct " There pur h to “we beg to remain 
WE HAVE SEARCHI OUR RECORDS 
dicates a rather s ick of ten lon’t you think? 
If your records are i le searches are se:dom nec 
essary You want s et re go to the place 
that you expect it to lx nd there it is 

WOULD ASK WOULD REMIND, WOULD 
SAY Omit “w ca Ase You not only 


™ uid you @ 


WOULD LIKI ro ECURE YOUR ORDER 


Weakness agair N t s eve place la wader 
simp heca ‘ t at a d ik ‘ 
have him | 7 If y in t nvince th pr ect 
n some other w he sl 1 buy y n 

hat se, such a J " youl ke to secure your 





order wont get it 
YOUR ESTEEMED COMMUNICATION, Again, 
shace f the lin ind distant t \ etter is a 


tter 7, we need not ant nee ti s este 


THEY WRITE LE 


By ANTONI 


N the ¢ ipital ty fi Mexi ir siste re 

public to the it ne sees many curious 
things Among these is the Portales Santa 
Domingo, where, amid the picturesque welter 
of the oldest section of the city, one finds, quite 
unexpectedly, a long arcaded building that pre 
sents a most interesting and unusual sight 
Ranged along both sides of the arcade down 
its entire length are about fifty desks, atop 
each of which is a typewriter At these ma 


chines sit men, mostly middle-aged or older 
her papers and docu 
letter 


sitting at 


busily typing letters or ot 
ments These men are the city’s public 


writers and thev make their living 


the typewriter long hours daily writing for 
patrons who, because they are illiterate, or for 
one reason or another, wish such service per 


formed for them 


lo go through the passageway or gangway 
center of tl arcade and observe 


1 +} 


down the 


1cir customers is an interest- 


the typists ar 
Mexico has a high percentage 
who can write, 
poorly, or do not know how to 


ing experrence 


of persons neither read nor 
or who write 
express themselves on paper. Consequently 
when it becomes necessary for them to write a 
letter or anything of that kind, 
they letter writer. These 
writers f¢ pen, but now the 


machine has replaced the writing implement of 


a petition, of 
resort to a publi 
rmerly used the 


earlier days 

4 MONG the typists’ 
elbows one notes soldiers, Indians, nurse girls, 
aged women, alert-looking small business men, 
public servants in all sorts of uniforms (even 


patrons sitting at the 


army ofhcers), lovelorn swains, and trouble- 


makers of various brands 
tion of the numberless types of humanity which 
makes Mexico so 


a typical cross sec 


tascinating The re 1s no al- 
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YOURS OI RECENT iATE Yo what * 
*Yours” does not necessar mean a letter If you 
want to mention a letter se the w i “letter.” It’s 
a good word ‘Recent ut we have already cov 
ered f the date Ss important, give t, specifically 

YOURS RECEIVED AND CONTENTS NOTED 
The letter must have beer eceived r we <« ild not 
be answering und if we e any kind of business 


people at all we nots 


YOU CLAIM; STATI ADVISE In most cases 


me only te says 


Well, we've covered enough of the “pests,” | 
am sure, to convince you that there is a mucl 
fresher, more original way to express your 
thoughts than by the us f these old-timers 


which were worn out before most of us were 
be rn, and which beconx | ibits that they 
rob our letters of individuality and appea 


TTERS IN PUBLIC 


4 J. STEMPLE 


tempt at secrecy ! istome!l i the letter 
writers makes any effort to hide his identity or 
seems at all abashed by finding it necessary or 
advisable to resort to a public secretary at 
work in the open air « 1 crowded street, 
where everyone may see who's there and, if 
sufhciently rude to linger in the vicinity, may 
even hear snatches of what the customer says 


to the amanuensis 
The typewriter manipulators are by 1 
1 


means all expert or highly trained oome are 


undoubtedly seli-taught, for they pick and 
hunt with tw fingers like the veriest tyro 
Few are spe edy; there are some, of course, 


who are highly efhcient, but they appear to he 


in the minority 

THE machines used vai is much as their 
operators. Every make American machin 
seems to be represented. Some hark back al 
most to the first models duced and from 


these archaic specimens they vary to the new 


est and highest-priced mode 


There was but one woman among the opera 
tors and she seemed rather out of place among 
all the men, every one of whom was in outdoor 
business clothes and every one of whom wore 
his hat 

In the building along 
there are print shops and offices handling paper, 
Probably 
outdoor typists select this particular location 
on this account. They undoubtedly fill a real 
need and, as the men are all neatly clothed and 
look adequately fed, they must make a reason- 
ably good income, even at their low rates 

American cannot help but wonder 
how long it will be before these men will be 
Mexico is 


which the arcade runs 


office supplies, and the like these 


visitors 
supplanted by young women, for 


absorbing modern ideas of business 


rapidly 
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rHE LEARNER 


WOULD YOU REPORT MEETINGS? 


If so, do a little planning in advance, so that you may solve prob- 
lems as they arise, and then treat the matter as a part of routine 





By DOCTOR GREGG 


OV“D A : ~ 
the lrage ‘ attempt t repor a i | tie 
ess mec g : t week president ‘ t 
started to work The greats mb i b ecting it cle 
ginn $ eve exp enced st grapners \ grit t ‘ ‘ va 
sh rk 1 nee t t } sist gy tna “ n { l \ 
they Ca ep oF i Iew ¢ Tag i( re if \ 
nd dual will caln take i SSif npu ec | t i \\ se 
ment W t san poise W \ t ‘ t \ tw ‘ 1 
take | v na we i tv t le ! t a 
nak recdita | i 5 es teaser k r gir ’ 
tere e¢ wW ! ‘ t t 1 t ‘ 
iti Wa b \’ il ¢ ‘ ‘ ’ 
t attent en perme ( < ‘ 
gal i Ss this ttle ent \ va rt “ } A 
bré wnt atte cw i ( I ‘ 
shows New i ‘ | tt 
4 YOUNG pir] nished 1 ‘ ; ol a tion were making |! i t y won 
was highly recommended to a rge corpora $s sery Lloweve nag 
tion ler first morning on the h she was as jealously cuard { : é toda 
sent to the office of the presick ’ fte en ye yon Assist 
pany, W was need I temp iry ste! t to the ma npany 
graphic serv S That offices id very det \ h ha t 
nite 1 leas ab ut office pe rsonne! il l ‘ le »k t Ty in 
at the young woman convince: him that he rage ned rtha kil] le cI 
did not ke her “type ‘ é t ) c t 
dictate e letter to t ever at A ad =bes é years 
reprimanded the pers ‘ t al t ’ 
ng su , ‘ rea . 
s oltice m ds r { 
I l tine \ g I W re 
woman to the s manager, W cooperated 
by letting his gular | ip t take the I) YO e rea 
pres let $ dict \ tre week progress l lor § it vyomal! net I 
c sales n int can " and ? < < st t t the } 
please 1 witl tine I \\ girls w rk He Mie ters l il D rt mu val sable 
called a meeting of the salesmen for Satu ractice worl Don't make e mistake, how 
day, at which the president of the company ever, of trying at t ery start to take dow 
was to speak, and he was desirous of having erything peake i Spe 
a report made of that onterence Half 3 me time teat nt g I nak a brie 
fun he turned to tl ung stenographer and report of the program, taking down only tl 
suggested that she go to the meeting with hin pertinent point Suppo 1 make up your 
She seemed to take that request as a routine mind to listes aretully to a spe writing 
matter and, as there was nothing to be lost, lown only five sentences of a fifteen-minute 


he did not withdraw the invitation program. Be sure ge mplete sentences 
when you start to transcribe you will not 


MONDAY m rning, when the report was find the subjects of many sentences valuabl 
handed to the sales manager, he was amazed | the pre licate ! those entences are 


at its completeness It was decided t ut missing 
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Principal Cities Outside United States 


Italics indicate foreign spelling; * indicates former name) 


Alexandria, Egypt ,—# — Hamilton, Ontario ‘ a 
A 
Amsterda Netherlands Oo, rT? Hangchow, China >> 4 
é 
Athens fthena: aw | ¢ — Hanove Hann ver) 
Greece - Cermany 
<& 9 
Cy c 
Baku. USSR 42) 7) Havana (Habana) 
Cuba 
( > 
Bangkok, Siam . “r> Hongkong, China 
Barce a, Spain > . » Istanbul (*Constantinople . 7 
( Turkey 
Belfast th Ireland a " 
a 4a Khark U.S.S.R 
Be Germany , 
> @ Kiev, U. 8.8. R if *@ 
4 
B gham, F and ° 
® , y, Kobe, Japan c 
B ay, India \ * : 
a / Kyoto, Japan = 
F 
Breslau. Germany ‘ s e Leeds, England 
’ 
é 
4 
Bucharest (Bucurest:) ‘ s yi ~ Leipzig, Germany S 
r ania “ © a 
‘ — ag Leningrad (*Petrogra 4 
Budapest, Hungary : U.S. 5.R di < 
, of 
Buenos Aires, Argentine ra ° Lisbon (Lisboa) o 
Portugal 
( 
, 
Cairo, Egypt ] ‘4 
eyP < C ~ Liverpool, England 
t rn¢ a t 
Calcutta, India ‘ ~ e London, England é ‘ 
= Y 
Calgary, Alberta « . r London, Ontario 
, ¥ > 
Canton, Chine < ae Sy Lyons (Lyon) 
France oo 
_ eo A” *— 
( gne (Koln An 
Germany — — Madras, India - 
; 
aK” «g »% 
Copenhagen (Kébenheve) 45 c Madrid, Spain 
Jenn “ 
Denmark > > - 
S > © Manchester, England 
Dortmund, Germany 4 » > 
7 ~— . 
A, ed Marseilles (Marse:lle) ¢ 
. France 
Dresden, Germany d 
i—-— a 
< g T- Melbourne, Australia 
Dublin (Be tthe 
‘ ath Irish Free State ( > f 
2 @_ Mexico, D. F., Mexico 
* * » — 
Dusseldorf, Germany . ¢ 
“ a Milan (Milano) 
tal 
Edinburgh, Scotiand = } 
ure < ’ 2 
—- ’ ——~ Montevideo, Uruguay . - 
Edmonton, Alberta 
A Ys 
— - Montreal, Quebec : ° 
Essen, Germany ( ) 
- 
ong t a Moscow (Moskva) oT) F¥ 
Frankfurt, Germany 7 U. 8. 8. R 
/ Munich (Miinchen) } 
: — pay - unich (Munchen , VA - 
Glasgow, Scotland 6 Germany . 
4 
Hague, The Graven C rOD Nanking, China , 
hage Netherlands ~ " y 
. ° . 
7 é Naples (Napol:) ‘ 
Halifax, Nova Scot C — 
alifax va Scotia P Italy 
ff / 
/ 
, f 
Hamburg, Germany a + "Nuremberg (Nurnberg) —asa—rT A 
Germany t. 
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Odewa, U. 8, 5. RK 


Osaka, Japan 


Ottawa, Ontario 
Paris, France 
Peiping (* Peking) 
China 
Prague (Praha 
‘ hoslowakia 
Quebec, Quebec 


Regina, Saskatchewan 
Rio de Jane Brazil 
Rome (Rome) 

Italy 
Rosa Argentine 
A 
f erda Net ands 
Santiago, Chile 
St. John, New Brunswick 
St. John's, Newfoundland 
Sio Paulo, Brazil 


Shanghai, China 


Sheffield, England 


— 7 


Singapore 
Straits Settlements 


Soochow, China 


im, Sweden 


Tokyo, Japan 
T » (Torin 
Italy 
T nto. Ontario 
Van ¢ 
British Columbia 
Vienna (Wien 
Austria 
Warsaw (W erszewe 
Poland 
Winnipeg, Manitoba 


Wuchang, China 


Yokohama, Japan 
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Ability 


be devel ped 


words in the mind has t 


to carry 
Lan you carry inn ind sentences 


ten words in length? Test yourself out. Get 





someone to dictate a ten-word sentence and 
as soon as the dictation is finished, try to write 
the sentence. When you have proved yout 
ability to carry ten-word sentences in your 
mind, increase the load to fifteen words ar 
then to twenty Next, have the reader di 
tate a paragraph at a low rate of speed. Di 
it start to take notes til your dictator 
gives you a signal that he has passed the tenth 
word, then, as the dictatior ntinues smoothly, 


lo this wit 





ease, start with a fifteen-word handicap, and 
work up until you are able to carry about 
twenty words accurately while the dictator 

mtinues reading Ihe dictator's speed cal 


then be increased until you are able to over 


come a twenty-word handicap at faster rates 


Such practice gives one an invaluable back 

ground tor reporting meetings, because you 
11 el | s¢ r 7 

Will neariy always fhnd necessary ior a 
aker to finish a thought betore you will 
w it is worth recording 





word spoke it a business conference; cer 
tainly not some t the eated irguments 
a 1 rrele int remarks that are I ade ] 
stenographer must use scretior il right 
n that point s where many ] Some 
f us (probably most of us e “exhibitior 
sts’ and want to show that we in get the 
lictation, torgetting that, in s ince, if not 
verbatim, we must t the though Much of 
a meeting can be take yi tline forn 
f a full verbatin rep s not requested 
noting only the important parts of the speeches 
that should be incorporated “verbati n yo 

report. Incidentally, practice of scr 
tionary” type will be a great aid t you 

taking college notes. Many shorthand writers 


fail as notetakers because they “take 
into the classroom and leave their brair ut 


side.’ 


sl PPOSE you are asked t eport a col 
ference of your companys executives Be 
sure ina you ive a well eq px a 
some pencils, and, as you pick up your note 
books, check the writing spact ( ne exper 
enced secretary recently ral ut | lank 
pages at a meeting that was drawn out into a 


three-hour session, and had to use the covers 


are present it will be well to have them write 
the nan tor y | and determine how you 
will des gnate ear pe ake I there are only 
three r tour you < ild assig eat man a 
number; then instead of aving to write 


“Blox mingdale " ea time Mr B n 















speaks, you < i is 
‘ 
to Mr. Dor in as (4), « 

Other shortcuts may be devised as you sit 
waiting ! the Ik ( peg You may 
] | 7 . , . 
already i not lia nu c t sugges s 
that Mr. Swe made to ret t 
/ » . ‘ Vt , 
departimne t ppiy if Ww 
nr +; 

} a@aCLice 

FEW business | ises ire protess mal re- 

porters tor the taking of an occasional meeting 
} tye ‘ ’ ’ } 

IW 1 it I preserve i ecora 

For that i 1 : n its wn staff 
14 ‘ ' la} 
should be eg pe s work I lab 
| , ; + 
Thar xe ( | " secre 
tarics W | ec} t g the Casuai 
niere aX t t f il nce iicta 
tion Asa mpense 1 this preparation 
the secret \A eld of ¢ xpand ng 
nterest a \ e acg ted with the 
ganizat s | ror tuture is sne 
never cou vor} Knowledge of 
the re¢ ‘ . ‘ " they are 
mmong ¢ , : ‘ ‘ 
im Vv : [ { 
tay ha 7 ? ’ ‘ | 
: aA Vv , 
? ’ 
: ‘ 





HOW I GOT MY JOB 


Initiative and persistence are usually productive 
of wished-jor positions On this page is an 
instance of success in that direction 














Her Initiative and Energy Won 
Success 


ain posit eca ) ike the 
tt ; | / 
ecessary efi ‘ re i ved i 
neg stance il | n sist telling n 
(nat a certa ] t T was £ k t } rr 
icant t was a pos 1i want i cheves 
L Was Capabit I re i s i 
] . ge | ' ‘ ; 
cave my W Ly A Ka Sa i raveieq (Ww 
. 
hundred miles for a pe i terview. I took 
i great dea I eu ressing I that inter 
ew. I ever ght a new pair of Son 
. , 
time iat A recely a iet asking I a writ 
ter appi tio tnat [ s Ww to of ais 
: 
After buying the ! t stations I spent a 
eve g [ ga writing the letter. Most 
etters { application, even those written by 
stenographers, contain errors in spelling, put 
tuation, or Eng Mine did not. This pr 
edure st 1 al tt rt lolla and severa 
, . a , 
ays oO W nw ti se re I I tor 
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Art on the Typewriter 


THe accompanying picture of a cat and 


THe Grece 


NEWS iwWORD 


the Colorado River Lhe gh sch 
county school, as all other s ls 
are. It offers a four-year course 


enrollment of sixty students. This 


a kitten was done on a typewriter by Miss 
Rosalind Lillibridge, of Los Angeles, Califor 
nia. It was one of several she sent us, all 
equally attractive Miss Lillibridge’s tech 
nique is unusual. In her letter accompanying 
the pictures she says: “I twist the paper i 
Various positions i the machine to make the 
keys hit in a certaim spot It is necessary t 
know one’s typewriter thoroughly in order to 
figure out where the key is going to strike, 








modern structure was built and 
ment was made by the schoo! auth 
the Government which permits the 
the Indians to attend chool 
the w te children « con 
l vs 
tire 
’ ry \s 


sf 


| ! 
award OW 


i sel r, hav 


; 


re coming 


The Moj 





| 





Done with keys and a ribbon instead of pen and ink 


but it produces a really artistic effect, looking 
like a strong pen and ink drawing. The type 
writer really draws the line 1 want it to in 
stead of merely filling in the shadows. I us« 
the parentheses marks for the curved out 
lines and the underscore for the straight out 
lines. In the picture of the cat and kitten the 
cat’s toes are a row of 9s correctly placed; 
the kitten’s eye is a comma. The ¢ mark 
seems to be exactly the k y to represent the 
at’s furry stripes.” 


“Vethun hamakoo hunorch he 
thun taha”’ 


*ROM Miss Harriet G. Webster, teacher of 
commercial subjects in the Union High 
School of Northern Yuma County at Parker, 
Arizona, there has come a letter from which 
we make the following interesting extracts 


“I teach far out in a small desert town in 
Arizona, a little place located on an Indian 
reservation known as the Colorado River 
Indian Reservation, situated on the banks of 


«} rthand \ 
the more lucated members of the 
ilized that Edward's knowledge mi 
to his people, Edward was invite 


special meetings and take down the 


in shorthand, and he does just tl 


hing said during the meetings is s 


Indian tongue In other words, 
queer-sounding words are grunted 
makes it is duty, having leart 
when he was a little fellow, to 
Mojave to English in his mind an 
it in shorthand while it is being 
some old sage of the tribe 

‘A glance at the sentenc« Vet! 
2 


hunorch he thun taha,’ which me: 


a sentence written in Mojave,’ will 


idea ot the language e has t wor 
later transcribes his notes back ir 
and a most modern record of an a 


and al 


Y discussed in c 
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( uldren ( 

i ng wit 

ty 

I and class 
of the five 
enrolled i 


His name is 
ick and he 


ing attended 


n tor Indians 
via and taker 


1 few private lessons 1 


ul typing be 


ba K tk 


w?wrs, 18 a 


Mo; ive 
ave tribe on 


numbers 


hundred. The 


he tribe are 


uncil meet- 
the old tri 


yuse, and it is 


pow-wows’ 
d uses his 


art 
vnen one ot 


ght be of use 
d to attend 
proc edings 
is. Every- 
poken in the 
nothing but 
and Edward 


ed Mojave 


un hamako« 
| give some 
k with. He 
1to Mojave, 


ncient prac 


tice becomes available for the Indian Council 


members.” 
Edward Swick’'s experier 
evidence of the interest added t 


e is but one mors 


one’s career 


by ability to write shorthand. What a contrast 


between the picture it presents and 


average boy of a generation ag 


that of the 
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reet f Illinois \ para 


THe 
7 ry ~~ West O S 

AND PICTURE “x.iciee sie iw 
= We've formed a Tal typing tirater 
nity dow! re, entitled ‘DeLovely’! Yeah, you 
get the idea! It’s named after that song, and 
we graduate the speed by the words. From 
te ‘delight from 20 


In a Thinking Mood 





Typists have problems 


Crooke, a student of t Moos " 
Illinois. We'd say 


A 
High School, Mooseheart, II 
little Reba probably nas 1 coy] ! Fingers 
That Talk,’ r she'd be up al 1 at it 
A Typewriting Students’ 
Playlet 
the Feb 


OTOGRAP duces 


f[ ruary number of the GreGG WRITER a 
bl ttention It was that « 


tracted ‘ mS ler ai? 
ig p of r women in military tormat 
d stumes ake it Pulaski, [Tennessee at 
the annual stunt gnt e Martin ( exe 
Commercial Club of that ty Tt stunt 
k the form of a demonstration of typewrit 
ng done by the students under the leadership 
f Miss Olive Pepper, teacher of the class 
had a number of requests 


asks that we 

essential fea 

ture of the playlet can be procured from the 
Phonograph Company ne., 215 On a Mainliner 


Miss Pepper has ha 
tor turther particulars, and she 
state that the record which 





S al 


Columbia 
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ART AND CREDENTIALS 





What Would You Give to be Personal 
'Stenographer to the President? 


By FLORENCE ELAINE ULRICH 


HAT w : @ ey ce persona 
stenographer t tre President? That 
may seem like a glorious vision of 





dream to those of you 


shaken the dust of the classroom from your 
shoes, but somebody is going to be, so why 
should it not be you Kew of us know what 
we are going to be ultimately; if we did we 
would begin at once to train for it. If you 


ask your three-year old brother what he wants 


to become he ma pr idly p oclaim s deter 
mination to be a policeman, and he may grow 
up to be a bank president or secretary to the 
president. You never know, but of one thing 
you may be certain: he will have to be ready 
tor the opportunit when it come whether it 


be the presidency of a bank or personal stenog 
rapher to the President of the United States 
Mr. Swem, editor of the Reporters’ Depart 
ment of this magazine, decided when only a 
boy in knickerbockers that his shorthand was 
going “to take him places.” At that time he 
was working in a factory in New Jersey as 
combined office boy and “printer’s devil,” and 
was studying shorthand and typewriting 
night school. He couldn't have known, as 
he bent to the task of mastering the skills of 
shorthand and typewriting, that some day | 
would be traveling on special trains witl 
President of the United states, visiting the 


capitals of Europe, sleeping in Buckingham 


Palace, with uniformed lackeys to cater t n 
as if he were “His Majesty” himself I say 
he couldn't have known that, but he did know 
that if he were to get where he wanted to go 


he must be the best stenographer he could 
become. His stenographic career reads like 
a romance. So declare to yourself it is going 


to be that way with you 


I WISH some magic wand could transport 
you to this office to see the thousands of 
beautiful shorthand specimens on our desks 
submitted in the O. G. A. Contest by Greggites 
from all over the world who are ambitious to 
“go places” via the Shorthand Route. Each 
year the work is better than that of the preced 
ing year, but this year it looks as if all records 
will be broken 

The far-reaching effects of the O. G. A 
Contest and the other tests we are providing 
to encourage the development of the highest 


, 1s Lill ' 
evres 1s rt iand i pewrit 2 SKIli, Ca 
definitely be measu ‘ is soon as you 
ave , nter 1 position and 
ire tested for the ob | it is one or the 
nice things about stenography; to be able t 


apitalize on your knowledge and skill immedi 


ately without having to be apprenticed for sev 
eral years, is a joy to those who are eager to 
be “on the ow! 

FOR some mont! you ive been reading 
your protessional maga c taking the tests 
provided for the awards ui in other ways 
building strength and efhciency in stenography 
You have followed the stories of young met 
ind women who entered bu ss a little ahead 
f you and are now the proud possessors of 
careers You have 1 teresting helps 
and hints that have, we pe, saved time and 
increased vour ethciern You will doubtless 
want to continue to have this help, because 


you realize that you are going to need it more 


than ever after you leave the classroom 


You must retain every bit of shorthand and 
tur sts Y kill . ‘ nl ee +¢ 
ypewriting SKili \ ive and crease t 
you know that—and what better way to do it 
than by practicing the ¢ petent Typist Test 
ear m t eve t i left s 


until you have develope ted 100 words 


a minute or more Mr. Swem types at 100 
words a minute, tor And the reading of the 
nteresting stories and art s written in beaut 

ful shorthand will keep you abreast of the 
latest imnovations and will tend to increase 
your stenographic ability Yes,” you con 
clude, “I must keep up my practice after | 
leave school until I become the best stenogra 
her that I ar nahie af henge ™ 

poner tna im CapabdD! € r% 


“Make way for a beginner in enthusiastic 


me, too! Believe it or t, I have read but 
two issues of ‘our maga nd these copies 
have been sufficient to revolutionize my opinion 
of shorthand. When I first undertook this 


study a year ago my efforts were indifferent 
nly wish I could 
start all over again with the interest and en 
thusiasm my first glimpse of WRITER has 
aroused 

“I believe th 


did the trick 


Shorthand Sissies 





w my good faith and in 
tentions I am enclosing my test papers for the 
month of February, which is my first attempt 
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t become one of you 
PI , o iP me ¢ 
icas¢ cip me to Carry 
’ ” 
t new plans 


This letter from Leo F 
Richard, of the Kinyon 
he 1 I Ne WW Be ii rd. 


Massachusetts, is typical 


os 


usands recely ed 


letermined 


from students « 


to be a little better than 


You have, without 
doubt, made the same 


sound and important de- 
cision. You can carry it 
through immediately by 


continuing your efiorts to 





reach the skill awards 

igher than the ones you now hold in both _ eral lovely photographs. Below ne of Mrs 
shorthand and typewriting It may be 120 William J. Sheridan's entit My M 
words in shorthand or it may be 175, it may be look.” Besides stenography and photograp! 


50 words in typewriting or it may be 100 Mrs. Sheridan sav a> fanaa on 


Stick to this decision until you have accom Chis picture, by the w t « 
plished the goal you set for yourself—and let ment with a loor time ex] 

this be characteristic of you throughout your he snay t top of the pag ) 
areer. Pont Gar Wiln gton, Delaware \ 


You will then be ready for any opportun 


that may be presented 


The Hobby of Photography 


> ipa RE must be hundreds of enthusiastic 
amateur photographers who are also 


shorthand writers If you are in that class 
why not enter your best picture in our Phot 
gi ip f tes An a t ’ iphe p 

a delight l sl ind reading | k will be 
Rive Cad ‘ testa! \ s¢ t ipl S 
ep l ed J is i ] V<¢ iré wing sé 








fn interior 





. 
AC , i ' ‘ 
. -_ of » al Ga ‘ Lo 
2 | pi \ ra . 
’ | \\ 
\\ ‘ , 
riuct en 
: 
t¢ t) 
| ‘ ‘ spt 
] ~¢ 
\ it era 
1 \A 
vill be mu evide W 1» j vel 
- 
‘ ’ ‘ " ; ; 


A student group Will Save eir best pr . rt ‘ 
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Style Study No. 9 in 





~ icg ( re l ceuvree i fu 
ency a k the d p sented t s 
month a practice them at increasing]; 
gher sp You vy had enoug! 
iorthand experience to realize the opportunity 
for the developmer Ol sp d and a Iracy on 
every outli you write The Penmanship 
Drills, wh u are practici to pertect 
your s ind w g skill, should also be 
made t east sper 
I HE ma t g t nemb when Ww 
the |} . that they must be made smal 
deep, ) t the les should 
be para!lel in slant and not quite circular in 
formation If 1 slice the hook throug 
the center yo will find that the sides curve 
not unlike the letter s The deft handling of 
the hooks and ot small characters in your 
shorthand will distinguish you as a careful 
and expert writer Broad, thick hooks ar 


like ugly wounds in a shorthand page; they 
are neither attractive nor practical. If you 


1 | 


cannot tell instantly whet! the character its a! 


o or an r, you had better set yourself the task 


t wit 1 Sita 
the best writing suff 
e stress of speed, | 
ind be cs wit t 
latn the less eas ] 
abit under the pr 
WW 
I HI excrcise 4 
the first Facility Dr 
en m used in w 
n. m. rand i Note 
hook before r and 
iround in a smo 


na 
ma 


narrow, circling sn 


B y 


ture “horse-shoe curv 


Writing the o-ho 
will be easy. Observ 


the characters with 


FLORENCE 


ea 
1 4 
| 
iamiiiiar 
I t mani] 
t irTt tron tne 
gh speed 
t ’ 
2 Line i 
, - 
small, gives 
+ . ne? 
chon I 
' 
\ ipward ind 
vement D 
| straight lines 
wks deep a d 
, 
ind the n i 


c ba! nd exercist 
slant and writ« 


i 

d le TCE of speed 
i ICT ¢ I } 
; 


ig 
Take pride in making these dainty little charac 
ters correctly lr Line 5 the Precisi 
Drill are the “egg-top : The formatior 
of the oo-hook, like the formation of the “dez 
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Shorthand Penmanship 


ELAINE ULRICH 


ACCURACY DRILL Il 





espe ‘ oni j | ne ¢ ‘ ‘ ‘ eu 
\ vit ST " ¢ tive Lane 
if 
(5 \ i W | 
BEFORE writing ee as 
t t et , y ’ k will he 
ry } ? 7 , s+ ! , ; 
s rue i alk s re « | ( Kee] 
: hy . ‘ \V ’ th! viltly " 
wavs 1) ! if t yw ft k ~f | ; mwa? 
‘ ‘ ] } 
| he s | > Ke ; et ; t¢ 1) be 
re t I a I and irrTOW is if 
| ’ ‘ 
vrite i re sa ext iting thes j | \\ tie 
+? ’ , 1 
ve e <¢ iC u nk t t i 
e next Precis xercise will test you the t ' tion t 
n xen £ ti < \ ] is tive make " ‘ | 
' 
ks, b t “ it angles. Wat : Id t 
t f 1 are writ The A St ; ' anaes 
’ : 
| , . | ’ ¥ , 17 , | t | 
g sn tnly ent and ythmically you rma ‘ ira ‘ rve a 
} 1 ‘ h 1 
will have a quired a! Sia n the Fluenc 4 guide ina ’ A not D 
1 «4! , ; 
Drill that follows. It mportant that you u t t t lifference ir dictatior 
auir the highect noscil dow . oor - , ‘ 1 + tei] 
acquire tne hnigne | gcegree ol per arte you pra cr est ] 
tony sony , . ‘ ' 
und ski on this dr Thereafter 1 nee « wld ‘ : ‘ ci wit the deter 
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Style Study No. 9 in 


By FLORENCE 
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Ol | acquire a &g d degree f flu y t n rea 

‘ sk the dr presented this wit sita I mind tha 

mo! | practi em at increasingly the best writing suff tort unde 
igher sp \ < OW ad a | u ] e stress I speed but the lan ihiar your 
horthand experience to realize the opportumit) und becomes w t rect manipu 
for the development of speed and accuracy 01 lation, the less easily w t part from the 
every outline you write The Penmanship habit under the press h speed 
rills. which you are practicing to pertect : 

. 
your shorthand writing skill, should also be PHE exercise a ‘ g of Line 1 
made t ncreast spec the first Facility yy i y small, gives 
} 


Lhe: man thing to remember when writing n,m, rand il. Note that rection ot tl! 





: the hooks that they must be made sma hook before r and | tly upward and 

: de. Pp, a , | that the sides should around in a smooth circul movement D 
be parallel in slant and not quite « rcular in tinguish well between curves and straight lines 
formatior If you slice the o-hook throug and concentrate in making the hooks deep and 
the center you will find that the sides curv narrow, circling smoot 1 the n , 
not unlike the letter s. The deft handling of ture “horse-shoe curv 
the hooks and other small characters in your Writing the o-hook in the second exercis« 
shorthand will distinguish you as a careful — will be easy Observe size and slant and writ 
and expert writer Broad, thick hooks art the characters with a good degree of speed 
like ugly wounds in a shorthand page; they Take pride in making these dainty little charac- 


} are neither attractive nor practical. If you ters correctly. In Line 5 of the Precisior 
are the 


"€ 
0-hook, like the formation of the “det 


cannot tell instantly whether the character 1s at Drill gg-top ; The formatior 


o or an r, you had better set yourself the task of the 
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Shorthand Penmanship 


ELAINE ULRICH 





watwrrs mr 
ANALYTICAL ST . 


‘ y 
=. ae rse, the \ Wa t | m a l 
espe I T ; DD t | aA 
] ere tend s | 1 ke ( t ‘ 
b wit t " ’ j ‘ 
{; ‘ Mi . - 
. ° ad ' 
BEFORE w y t MN Ip] Gracetul 
vou st ‘ . 1 dis ! ' hy 
smoot fl t and ate t itlines re « x ( kee] 
ca e writ Wr thl itly, al t : 
\A ) t it , I ‘ \ I r st t I iar 
to flatt become t < gl Re et t uy be 
eat ft 1 | i irrow i ! r 
1 writ I re is ‘ ting es | pla \\ the 
ely little chara , think t , 
é xt Precis xercise W test you t nex ; ‘ t t 
n xen @ tx es i \\ ] S the 1! ke \ wit " 
oks th wit “ it angles. Watcl S ld 
t ve f 1 are writ The \ St ‘ y ft prope 
ng smoothly, fluent! und rhythmically you format t aract lw rve a 
will have acquired a nice slant on the Fluency a guide ‘ A not D 
Drill that follows. It is important that y 1 not t t lifference ir dictation 
acquire the highest possible degree of speed ufter yor practiced ese dril Yor 
and skill on this dri!l hereafter y« nee . ld, 11 i practicing with the dete: 
r. A r\ ab st the ’ ef —r ‘ s 
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May Test Material 


[Ali clabs of test papers should be accompanied by a typewritten list of names to expedite checking 


and insure accuracy in making out certificates. 


May copy is good as membership tests 


until June 25, 1937) 


Instructions for Writing 


O. G. A. Test Copy 


These tests are to determine your ability to write 
shorthand smoothly, fluently, and accurately. Any be- 
ginning student who is able to make a creditable copy 
of the Junior Test (page 442) may submit it for the 
Progress Pin. The test below, for the O. G. A. 
Membership Certificate, can be written by any one 
who has completed the Eighth Chapter of the Manual. 

Practice the tests as often as you like, comparing 
your notes with the printed plates until you have 
produced a copy in your best writing style. Ask your 
teacher to criticize your writing as you practice. Ob- 
serve proportion in lengths, correct size of circles, 
good formation of curves, and fluency of execution. 


Display positive traits of character! A 
friendly greeting will make a comrade of an 
acquaintance, while a stiff and gloomy one 
repels. Make people feel at home in your pres- 
ence and you appeal to their desire for com- 
fort and safety. Put them at their ease and you 
satisfy the desire to relax and be content. A 
little word of praise satisfies the desire of every 
human being for admiration and affection 
Modest mention now and then of good work 
done, should bring a word of commendation 
from you, as it appeals to the urge for appro- 
bation. By your wit and knowledge and charm, 
which suggest these advantages, you can make 
people like you 


O. A. T. Test Instructions 


(1) Arrange the Junior test on one sheet only. Each 
part of the Senior test requires a sheet, making two 
sheets to the test. (2) Use good quality paper of 
regular letter size—eight and one-half by eleven inches 
(except where legal size is specified in the directions). 
(3) Center heading. (4) Keep margins as nearly even 
as possible. (5) See that the ribbon used is capable 
of producing good, clear copy. (6) Use clean type. 
(7) Do not erase, or strike over letters: typographical 
errors are not permitted. (8) Indent paragraphs either 
five or ten spaces, but keep them uniform throughout 
the test. A lesser number than five spaces or a greater 
number than five, unless it be ten, should not be used. 
(9) Double space always between paragraphs, whether 
it be on single-spaced matter or double-spaced, but do 
not use more than two spaces. (10) Type @ proper 
heading or caption on tabulated work in the Senior 
test. The wording must be clear and understandable, 
but brief Tests should be properly punctuated. 


Junior Test 


Dear Blanche 

So you are coming to Marthas Vineyard! 
Well, I know that you will like it. Tell you 
something about it! 

If you will look at a map of Massachusetts 
you will see, just behind the shoulder of Cape 
Cod, a body of water called Buzzards Bay. 
The mouth of this bay is partially closed by a 
chain of islands, called the Elizabeth Islands. 
The westernmost isle bears the Indian name 


of Cuttyhunk. Just south of these islands, pr« 

tecting them, in turn, from the force of the 
open sea, is the much larger island, Marthas 
Vineyard. Nothing protects the south shore of 
Marthas Vineyard from the full force of the 
Atlantic. Eighteen years before the Pilgrims 
hopped off on Plymouth Rock, Bartholomew 
Gosnold and his mixed shipload of “gentle 

men” and sailors landed on Marthas Vineyard, 
and then on Cuttyhunk, where they actually built 
a house and a fort, planning to winter there 
They abandoned the project, however, filled 
their ship, the Concord, with a cargo of sassa 
fras logs, and sailed back to England. 

Two of the company published accounts of 
the voyage, and a certain playwright in Londo 
named William Shakespeare undoubtedly read 
them. In 1610 he produced his last play, called 

The Tempest.” The “enchanted isle” of tl 
drama so strikingly corresponds in landscape, 
in trees, flowers and vines, in springs of fresh 
water, and even in the toil of hauling logs with 
the descriptions Gosnold’s party took back of 
Marthas Vineyard and Cuttyhunk, that Ed 
ward Everett Hale use d to afhirm, emphatically 
and proudly, that “Miranda was a Massa 
chusetts girl.” 

Few islands hereabouts, surely, are so large, 
so varied, so many things, as Marthas Vine 
yard, and none is so near our mainland and 
easily accessible, over quiet, protected water 

Aunt Sally and I are very glad you hav 
decided to spend your vacation here with us 


Your Uncle Bob 


Senior Test 

The following information condensed from a re- 
lease from the Social Security Board's Washington 
Press Service gives you a simple tabulation exercise 
for Part II of this month's Senior Test. Remember, 
you are to use but two sheets for the entire test 
You may therefore start the tabulation on the first 
page, if you wish, or it can be set up in four col- 
umns on page two. The copy offers a chance for prac- 
tice in rearrangement during the summer vacation 
the cities could be listed alphabetically, or grouped 
by state instead of following the Board's presentation 
according to the number of applications received, as 
given here. Be sure to head your columns with a 
word or two to show what they represent 


Part | 


SOCIAL SECURITY BOARD ANNOUNCES 23,647,461 

EMPLOYEE APPLICATIONS FOR SOCIAL SECURITY 

ACCOUNTS ON FILE WITH BREAKDOWN BY 75 
PRINCIPAL CITIES 


A total of 23,647,461 employee applications 
(SS-5) for participation in the Federal Old 
Age Benefits program under the Social Se- 
curity Act had been filed with the Social 
tee ye Board by February 15, 1937, and the 
work of setting up an indi vidual account for 
each of ‘these millions of applicants progressed 

(Continued om page 440) 
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May Competent Typist Test 
Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words 
for each error to get met words written. The number of strokes is indicated at the end of each line in order to 
facilitate counting the gross mumber of strokes written 


We were sitting at the club dining table, having en- 
joyed a regal repast, as the chairman of the evening 104 
announced that the entertainment was to be in the nature 161 
of a sales talk. It was not to be an address by the leading 222 
salesman of a large corporation, although that might be 278 
interesting, but we were to witness a demonstration of the 
work of those men you see on the corner of the street with 396 
their sales kits, or those who, for a week, occupy the stores 458 
along Main Street that have been vacant for a number of 514 
months. These are the men who sell by their eloquence 569 
and personality alone, the pitchmen. They do not sell 624 
products that are household words. They have no backing 681 
of a large advertising campaign. But we were to learn that 74 
they can sell without these aids; that they are, indeed, 798 
masters of the art of selling. 

The first talk was to be made by a pitchman whose line 886 
was mineral salts. Now, no one at the dinner was inter- 941 
ested in buying mineral salts, and we all felt we had sales 1001 
resistance enough to withstand any persuasive eloquence 105 
that the speaker might try on us. So we waited as the 112 
chairman announced the speaker whose matchless oratory 


could convince Gabriel himself of the merits of his product. 1229 
Smiles greeted this remark, for we knew the speaker could 1287 
sell us nothing. 305 

But as the lecture proceeded we began to have faith in 1360 
this man. We began to believe that what he said was true. 1420 
In fact, our own knowledge of medicine told us that here 1477 
was a man who knew what he was talking about. He was 1531 
mighty interesting. We would listen. He was gaining 1585 


our confidence, and while we were hardly aware of it he 1641 
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gradually turned his discussion to the merits of the prod- 
uct he was selling, and the confidence carried over, for we 
were nodding our agreement with him as he told us of the 
goodness of those salts. He so persuaded many of us that 
when the meeting was adjourned and members were on 
their way home, many found packages of mineral salts in 
their pockets, and they were wondering how they could 
explain to their wives just why they had spent money on 
an article for which they had very little use. 


How had the doctor brought about this miracle? How 
had he been able to sell to a group of seemingly intelligent 


men, something that they did not really want? His method 
was first to attract attention; second, to hold the interest; 
third, to build up in the minds of the audience a confidence 
in him; fourth, while that cordial confidence was at its 
height, to turn it into sales.—4. 4. Bowle 


| Repeat from the beginning until end of the ten-minute test period 


May Test Material 


Continued from page 438 


Warrer, May, 


Strokes 
1698 
1758 


1815 


2489 


519 


_— | 
Haven, Contr 


o rapidly that, ot the total applications received, Md., 284,294; Cinci 0 

only 517,170 had not already been started Ind., 227,768; Louisville, Ky 

through the successive operations necessary. . c, 4 : a vidence, R. | 

At the same time the Post Ofhce Department ~~ wll ie ool on Ry . 
submitted to the Board an estimate of employee ity, “Mo.. 171.740: New Orleans 
applications filed in seventy-five of the largest Seattle, Wash., 156,750: Birmingham, Ala. 
post offices in the country as of January 15, Richmond, Va., 152,9 Washingtor 
1937. The Department handled all applications 520; Nashville, Tenn., 137,987; New 

for Social Security accounts in its 1,072 tem- 122,000; Portland, Ore., 1 ; Des 


Moines, lowa 


porary typing centers before they were sub- 1'9:6/4; Oklahoma City, Okla, 118,796; Denver 
mitted to the Board. Industrial and commercial ©» 147-850; Houston, Tex., 500; Rochester 
; ss r : : - : ; N. Y., 107,200; Jacksonville Fla 99,583; Omaha 
concerns which made application for employer Nene” 92.460: Columbus. Ohio. 85.00 , aon 
account numbers indicated to the Board that Ohio, 84.847: Akron. O 82.823: Hartford, Conn 
their peak employment totals 26,252,799 workers $1,179; St. Paul, Minn., 75,8 I Ohio, 75 100: 
Oakland, Calif., 7 vil Topeka Kans., 68,112: 

Part Il Memphis, Tent 67,193 Tulsa, Okla 6,49 

E ; Bridgeport, Conn., 64.654; Jersey City, N. J., ¢ 
Following are the estimated totals of the 520; Worcester, Mass.. 62,98 Sy se, N.Y 
leading post offices as of January 15, 1937, 62,000; Long Island City. N. \ 1.385; Grand 
showing the number of applications for Social Rapids, Mic! 6,834; Flushing, N. ¥ 0,600; Salt 
Security Account Numbers under Old-Age Lake City, Utah, 50,521; Jam N. Y., 49,500 
Benefits Provision of Social Security Act San Antonio, Tex., 47,559; Miami, Fla., 47,124; Wil 


mington, Del., 46.421: Springfield, 


New York, N. Y., 1,941,800; Chicago, Iil., 1,327, Peoria, Ill., 44,740; Spokane, Wash., 43 


41,873 


866; Philadelphia, Pa., 889,304; Detroit, Mich., N. J., 43,496; Fort Worth Tex., 
684,493; Boston, Mass., 605,914; Los Angeles, Calif., N. Y., 37,960; San Diego, Calif 


Mass., 46,417; 
771; Trenton 
73; Albany 


800; Wichita 


535,000; Pittsburgh, Pa., 528,122; Brooklyn, N. Y., Kans., 26,840; Springfield, Ill., 25,181; Springfield 
505,000; Cleveland, Ohio, 453,323; San Francisco, Ohio, 24,000; Harrisburg, Pa 7; Sacrament 

Calif., 413,500; St Louis, Mo., 360 500; Newark, Calif., 20,439; Madison, Wis 17,4 Lincoln, Nebr 

N. J.; 351,486; Milwaukee, Wis., 284,628; Baltimore 16,975 
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QO. G. A. Prize Club Awards 


Gregg Fountain Adeline Tinoco, High Sch Joe Scali, Union High 8 Silver Pin 
Pen Sterling. ¢ rad W ghby. OF 
earl Har n. St. Constance Dorothy Burke & Ml B Knop ar Mary Allen 
Keith Sylvester, High Scho High & a y Co ' ‘ , St. Mary Commercisa 
Burlington, Vermont Illinot | School, Detroit, M'chigan 
Irvir s sifer, South High Lilah M I Higt Gladys Rowland. s Lattice Craighead. HI 
School, Omaha, Nebraska School. O wee. W Lead. & Dakota Mert High Scho 
Randi Berge, Senior Hig! Sutchincen. Miancsste 
Sch Ame lowa Georgette For Hig? 
' —_ ; Schoo Brunswick, Maine 
Pearl Pin O. G. A. Test ( ‘Opy Florence Barrone, High 
—_ iti: o ; School, Hazel Park 
1" Con 1H ‘ Michigas 
whee ce er tee See page 434 for instruction Ruth Alter, Hesser Business 
Sakon College Manchester, New 
' , Rox Hiet 7 Hampehire , 
“ Wyandotte >t Ricardo Kitt High School 
Michigar \ f ¢ ) " Minster, Ohio 
are Brook Hig! ’ . Irene Bolssy, St. John Hig 
= "= Sec ho« Concord New 
re ania ; Hampshire 
, — oe His . r ssphe ‘ Helen White, W s Busi 
= ° ness (College 0 city 
Alabama Pennsylvania 
rion Bennett h Scho Dorothea Gra Saint 
-— ' me 4. York ; ae . J C Margare sigh Scho 
SI ey MceGowa iH Lore he r, Massact 
Alleen ¥\ t Nix 





M : 

Mary ( B ‘ s . ? ons 2 ‘ad 2 Texa 
rt The Aj H D . High § 
Sct ( " I ) la W 
Esther Koss, St. Sebastiar ——- ‘\ + 4 ~ we . 8 N ~ Da 
High Sct Chicag \ : H - see “a 
Illinois . . > = B 
Martha Schaluech. Hig? < : C . , - 
School of Commerce, ? e 
Springfield. Massachusetts ¢ 4 > ; ~ 

) } 
Emerald Pin “2 jp - cm Srhest, | 

Frieda Deppenmeier Town \ Hug S } 
ship High School, Carm ‘ ge ; 
Illinois ? : } Maryland 

Donald Swartz, Massilior Ma eI vy. Wils Sct 
Commercial Institute ¢ Ma ' Minnesota 
Massillon, Ohio . Q f A " WW I Higt 

Frank DeCorey, Butte : i ‘ Scheol. : 
Business College, B ( . Minnie I H . 
Montana ‘ I i ‘ 

Bthel Sherr, Steve Hig a Varr ( ¢ Set 
School, Lancast - ¥ < ( P f M 
Pennsylvania ) = W“ New Set 

Ella Mae Holtin, High Scho c = for 8 r Newa 
Willmar, Minnesota a , ) . , New Jer 

Guy M. Brown, Beaver H } J “ Eva Hay e, J Se 
School, Bluef i, West Jf if s 
Virginia } A . 0 

Mary Popletus, High Scho al A ) c ; ~ I MH s 
Charles City lowa heme > ‘ 

Veryl Rhol High School, 

Mason City. lowa ! Dp I on. Hu 

Esther Fried, | n Hig . « 4 Trinity 1 s 
S hoo! Lod Califor WW f New J 

Marie Chavez, James A 4 Luer at ra, 8 . 
Garfield Hig St Los ) { mu Set N 
Angeles, California ° > . . A City, California 

Irene Koke St Alphonsus Fe) ara Har High & 
High School, St. L ) aD — Juneau, Alaska 
Missouri y e , ? e Lat s 

Elizabeth Clarke Y.W.C.A gy ' H . I 
Secretarial 5S Buff / M ach 
New York I ‘ Breer I G 

Raida Paisley, Scott Higt 2 - c al x ( ege I t Canada 
School, Toledo, Ohio 7 } Jean Hersey Towns? H 

Se Thaw " ] 
Gold Pin yi o La Fonda | H 5. hoe 
> West Ur lowa 

Milton Shultz, Belmont Hix ) Lillian Cade Hig S 
School Los Angeles Olathe Ka : 

California A Thelma Winkler. & -H 

Helen Riordan, Bushwick ei ’ P . ( ’ ( s Schoo: Altoons 

High Scho Brook yr { Pennsylvania 
New York Margaret M ' 

Helen Brazinsk St. Cecilia's Aeodems K er 

Academy, Washington, D. C Virginia Andrews, Senior High Marguerite E. Bruckshe ssour! 

Muriel Gi Duluth Junior School, Manfleld High School. Glencoe Doris Kilmer. High Scho 

Co lege, Duluth, Minnesota Massachusetts Minnesota Saranac Lak New York 

; fon ~y — f Evens, High Scho Joseph Lane, Franklir Mary E. Pothast, Rosary 
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WHo’s WHO IN SHORTHAND SPEED 


Two more Diamond Medalists. Dorothie M. Turner and 


Nora Adkins 


Introduced by EXAMINER A. A. BOWLI 





~ hy ' tak \ ~ 
\ \ I ( ( 
> A ir rf gate \\ t 
nen, and children w Mis Miss 7 
Dorothie M Turner, the latest winner { the witl i lara I if ( mpany il WW 
200-w neda 9 hy, . +} exhil lars ‘ mat Wirtl he 
‘ < . ( ‘ os All ‘ ‘ 
ve \ ‘ ee ] os ou } ‘ 
g the a e D 1 Medal tha 


Spar t e s i ly oil g | de t ( | \f 
el ga ska g techni that is W he N i A tw ed 
p s | expert ss if addit Ww eta M {, 1 < 
inderstand that she swings a “mean” g ge. | Miss Adi 
ub I t it sne swims lik al s] the f RA | 
Miss Turner learned shorthand at Wausau _ political posit At 
\ it ' a] } ( Cc .} ol al ! oe mpleted her le k ’ +! Re ‘ T) 
and Ider t the Grees M | \ 
‘ ‘ & 1x veeks t tart ‘ I ‘ 
r thand s ‘ 100 ‘ ‘ 
\\ T ert ite ' M \ I t 
Miss 7 ittended Law e College t t t sul 
Wisc ind | atte 1 Northwestet l 
[ \ sit W it latte niversit sive \ t 
tox k 1 Spx l | ] m it «the t t. M \ I t 
Med Sc! | ps W < ge “ t 
if \ ( irles Dick ‘ Ss y (Ww ‘ 
know. was rs thand writ e] te \ A ‘ ao dae 
efore he ‘ i elist I va while ‘ c S| t Id 
eported in court and served as a newspaper not know, but I wastes 
report that Dickens lected information her vocal tast She. lik mat f her f, 
vhich he later turned into stories. The special low medalist s good sport nd excels a 
cig language ( se W et k at the \ , g lg ’ 
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THE SHORTHAND REPORTER 





SHORTHAND WRITING GADGETS 


Machines may record sound, but they cannot exercise discrimina- 
tion between persons who insist on making speeches in concert 


By CHARLES LEE SWEM, Official Reporter, New York Supreme Court 


a ey 


VERY so often 


i new mecnal 
is invented or deve 


] ped that is “going 


to take the place of the shorthand re 
porter,’ make him “obsolete” as a recorder of 
human speech Ever since the ra und =the 
talking movie have been developed t the 


State Ol enterprising eng! 


and others with more imagination tl 


looked ] 


er ee 
rie 5s I Mana 
it to find in his craft a new 


present pertection, 
neers 
perspicuity 

reporter and sougl 


field for their inventions 


have upon t 


Indeed, many short 
, 


hand writers, who have heretofore felt them 


selves secure in a craft that provided them with 
a comfortable livelihood, have looked with feat 
upon these new and highly perfected methods 
of speech-recording. Some have frankly wot 
dered if the day of the shorthand reporter was 
within a few 


not numbered, if years more, as 


these electrical methods are 
perfected, the shorthand 
forced to step out or else to become a techni 


even more highly 


reporter will not be 


electrical 


clan, a mere operator ot! a! aevice 
which does the actual recording that is now s 
own particular job 

, 


It would be a rash man, living in 


eration of mechanical deve! 


pment, who would 


say that such an event is not possible. I for 


one do not deny that it is within the realm of 
one moment do I believe 
that the shorthand craft as 
superseded by any 


possibility ; yet not for 
t exists at present 
mechanical 
or the 
ildren As a matter of fact, it 


Is going to be 


certainly not within our time 
1 


device ; : 
time of our ¢ 
right 
recording device, built along the lines of the 
talking faithfully without 
shorthand anything that you want to record 

that is, if it is spoken directly into a micro 
phone and spoken distinctly Witness the 
many examples of the recorded utterances of 
historic events that are automatically recorded 
at the moment and preserved for the benefit of 
posterity, some of our President's 
speeches, and the farewell address of 


Edward VIII 


is perfectly possible now to rig up a 


movie, and record 


such as 
King 


WE hav only to sit in a movie and listen to 
the clear, perfectly reproduced accents of the 
actors emanating from some “sound track” in 


the operator’s booth to realize how eminently 


t¢ ble s rignt at ft res d and 
pre rve speech We might ¢ so tar as to 
say that those mecha i tr ances under 
ideal conditions do it ev bette than we could 
t, tor they are t ect to the huma 
fallibilities that sometimes plague even t! 
most accurate shorthand writer But—and 
this is the point with which we are so vitally 
concerned—the mere recording of words and 
sentences under ideal conditions is only half of 
the business involved, and when you are deal 
' th court w table discuss : 
1 by far the lesse alt Che hearing I 
ndist t words, t t I f voices, and 
the interpretat “ s heard, have mn 
part in any mechanical recordings and never 
will ha ntil ma dowed somehow 
wit tine ime ¢ t man brau 


for a contrivance to record perfectly and t 
preserve every wor | that is spoken In a court 
trial if the judge, the witness, and the oppos 
ing counsel speak carefully into a microphon 
placed in front of each of them—and speak 
ne at a time A'so, | understand there is an 
attachment now invented for reporting by 


which an operator sits at tl 


reporter's desk 


and as each individual speaks presses a series 
of buttons to indicate on the recording tape 

} 1 ‘ 1 4 . toh! . . 
who 18 speaking, > avold nevitadie con 
fusion if two or more vi s sound alike. But 
let two or more attempt to speak at the same 
time; let counsel be finishing his question as 
the impatient witness begins the first words of 


his answer; or let the urt make his ruling 

at the same t:me that the witness, unmindful 

ot anything but the story she has to tell, con 

tinues to answer throughout his Honor’s ru! 

ing [hen let the mag ns try to unravel 

those portions of the record n any kind of 
; , 


mechanical contrivance 


Don't 
when 
don't 


h two ears, the same 


a 
rH engineer may say, “What of it? 
have the same difficulty 
happen?” Of c 


you reporters 


those things urse we 
Nature provided us wit 
eyes, and for the 
with the 


t 


as she provided us with tw 


same purpose We are endowed 


Same type of auditory perspective by reason © 
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\\ i W i\ ViIsIDi« erspect r | tive in 
DY reasol ir tw eyes \\ car ! at y vit ly ' | 
extra din . t i \ s¢ extra ‘ ld w s of the 
dime ~ ! he we p . ‘ the i ‘ ; g 1 hetter 
organs t at fferent gles ‘ ead It oe ‘ ithfy 
s the easiest ¢ neg world for a rep rter ‘ ‘ never 
to sepa tw \ I speak rs ill t , t t tive \ 
talk as tien ‘aiieen Cline tes ta cae a 
clear VA it car . i yg We d t »] twne 
i 
every rT t the la a A f ‘ ‘ 1, wt . | | : thy vt 
rthand notes. Usual! speaker t t t neve! 
Sicle i 1s being r € ear ‘ t i 
anothe s 1 the other sick King to t 
other ear Sut even that er eX mpl ~ t 
necessal to t a iment | cs of tu ‘ ‘ rv 
spe ukers st linge side by s ! ird | 
both rs \ reac ea €al if ? liftere t C&S 











i , ‘ : a: : 
Whe vay mot va ter 
Vi ‘ t I tel] ? +r. 
or . ‘ wavs the « 1! t that it et ' ted 
seems ficulariy reporting t s not tiv 
mere mi gement ! d 1 < i 
Irion ‘ he thenc. irried |} thy vudit 

, . ’ 
, , , ‘ 
nerve to the brain centers and there register 4 12ANSWERS p> 
‘ ‘ 1] | ‘ 
sutomaticall f wet ‘ eporter mig 
vell be replaced by mechanics time But 


t proces S intimitely mor (nan t t \ To the questions on page 425 





irat iMa©ring s ree | { i matt 
nterpretat No spe ibsolute 
‘ Ts ‘ t t ' ‘ : rd«< 
tinct a ill I most spee Ss siovenly 
f ] ‘ ] | 1 t t t I 
so Tu | rec al ar ther iracterist 
> 
t} it me anica etree ; Se . - \ 
ret ¢ renorter n ; ‘ ent f ‘ 4 ' ‘ ‘ —_ 
gC { ep ( ! \ | 
wor lt n ‘ boos j P 11 ‘ 
m : ra ed mind ¢ Cone 6 hye iT t 
" ; 1 ; ‘ | 
evet t ind understandable All + 
nf ‘ ; | 11 . 7 ‘ ’ . ‘ ' 
eC ms a ii] nav eo eT ma 
chine as taitntiu is thev regist n the ; 
drums of the reporter, althous t | e ' ‘ 
wut eve assuming t es ‘ 
" 
‘ ‘ | iw " " ase 
1 tremend s disadvantage The reporte . 4 \ we ON , 7 
the opportunity t nterpret as he eos a] : i r wD) P 
| ' ‘ . . vo 
to pause to cat the sense, to eg ack 1 } 44 
na “cly vord r evel - ‘ neaket ' , te Sens ‘ 
nm he tail ‘ nternret ¢ ‘ ' we ce) , 
l Al's erpre i 
ne of this possible to the n Ever . ' 
I 
thine go the tape exactly ‘oe = " ; 
} 1 ‘ 
No lv knows exact vy mu f it will he powe! ‘ . 
understandable late I w mu will } t 33,000 ! t Lhe 
tor the lack ; ’ ‘ pretat . y i: ‘ , 


. 
var : 
‘ 1] } ' nit , : : ‘ 7 Torrie ‘ ‘ ‘ 
r will be g en t 7.H ( ind of 
1 ber ‘ ‘ 1 ‘ > 2 
room, W Ww know whet ere , Kva , populat fF 2300 
registration and will top the wit 1 s ft yor ' ‘ rtherly tow th ix 
| wy ‘ +} y ; , ‘ ‘ rr rot ‘ 
sel tor repetit } ‘ m ator 1 ‘ 4 p 4 . . 
nterpret sounds, will transcribe from the re R A , , f 
rd made, and thus, the reporter will be eff« ed the ‘ Cone, ws? | ‘ 








9. The ¢ igo R riginally ran nortl 
east into Lake Mi ga but now drains south 
west into t Ill s Rive and thence into 
the Mississippi 

10. Green River Island has always been 
and still is in Kentucky 4 gradual shift 
the course of the Ohio River, in which the 
sland is located, has left it connected by land 


with Indiana 
1] Yes, a stream ot water Cal be made t 
flow up grade by enclosing it in a siphon, as 


in an aqueduct 


n schools for nature study, where it is usua 
ly in miniature) for the raising of non-aquatic 


animals 





HELPING 
MY EMPLOYER 


Employers welcome helpful suggestions from 

stemographers and secretaries. In this depart- 

ment will be found ideas that were offered and 
accepted, and were found to work. 














A “Ditto” Ink Eradicator 
THE principal of ir school had an office 


of post cards an 


' 


girl “ditto” on tl 

“excuse for absences, to be sent to parents tor 
them to fill out and return. The practice was 
discontinued and some thirty or forty cards 
were thrown in the waste basket. I gathered 


them up, saved them, and restored them to their 
original condition 


Please examine the enclosed cards, one as 
printed for use and one from which the ink 
was easily removed by putting a very few 


drops of chlorox on a cloth and 
the card. It took about ome 

chlorox and ten minutes to remove the ink 
from 35 card You can also use chlorox to 


wiping over 


tenth of a pint ot 


make corrections in “master copies A table 
spoonful in water will remove the “ditto” stain 
from the hands wit ase. Chlorox can be pur- 
chased at grocery stores for seven cents a pint 


R. A 


Helps for a Substitute 


It is wise t 
ganization learn how to do 
rking 


there will be 


1 
ive someone eise in your Or 


work, but 


with your 


your 


unless they are w records 


things that will 
not be understood, and for this reason records 
should be kept clearly and neatly 


ten explanations on my 


every day many 


I have writ- 
files and records that 
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therwise might not be < someone else 
l ilso ive I labe rmat I 
Stenograp! ” In this | e placed sample 
{ different types of that have to bh 

’ ‘ f 
mace ections as \ p ! ) 
i € ] ( where the t ety etters 
i 1 cir liars contal re t ns tft eTl 
] | L, : s 
ployees, addresses, and any other informatior 
that would be of use t vhoever might be tak 
, , ’ ‘ ; 
g my place Only persons W nave id t 
step ne i p sitior W ‘ reg la 4 
bent has left sudder t be re ( 
can appreciate how n rh nd w t 
' 
he Save by 11w sin x } t Ss kK pt ‘ 
et e enh stitute s ¢ ‘ 
5! . 
| 1eS¢ ire especia i I 1 
, : 
when a § oOgTapne cat In 
cde ntally > = Ca t - ngs W 
OO SIT t ly while absent vou ‘ 
| , 
plo s much more a et ike 
extra i it now a 


Make Carbons 


ONT other to make carbon nles 





| wive 1 raers t ‘ rie ‘ 
i \ i iter ft ‘ m™ i iSK 
] j 
rie \ it they i i i-S a 
vou e to look up the letter in my note 
} | 1 6 aff . 
k. So I now mak s of all copy; 1 
addit l ive Start e for each of the 
j ' 1 ¢ ‘ ] > 
ex hha $ place nm my 
If they are t, they go to the 
le nstead I n re The esult has 
beet i great Sav s I ft l ibser c 
headaches 1H 


Key to In Surrogate’s Court—LX 


The shorthand for this appears om page 447) 








Q And you remember that while the Commercial Trust 
Company was to have full power t est the trust monies 
it was your father’s ister Aronburg, who was t& 

ake charge of you and your the purpose of seeing 
that the income derived from ! trust fund created for 
the benefit of your father’s childrer was to be used for 
their maintenance, education, and support y remember 

' that A Yes 
r Miss 
| ” y 
ee, t 





super . nt 
tion to before, t 
interesting tenance and 
Ye 
some time ist 





You mean, just what it says from the pape 


new that in a general way. Mrs. Aronburg was 





your father ) . me interest ir 

She was requested, but she didn’t do it 
mit I ask that s much of the answer « 
wit the word B be stricke out as 


The Surrogate: Yes, it 


Q Now, did Mrs. Aros re request several times of » 
that yo visit ber? A No 
Q. Did Mr. Franklin ever f y that Mr. Browr 
had requested him to arrange ferences for you and Mrs 
Aronburg 
Mr. Franklir I oat t to what Mr. Franklin may 


have informed his « 


The Surrogate Over i 
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Surrogate’s Court—IX 


tien by T 1 ( price, General Re 


In the 
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Found in the Book Shop —s picl up this | 


i 4 I i i t s b k 
" Milton W iiread ying i \ e reading 
tyl \ < \ (res v) P ib! \ i supply 
the technique yn t zh tl 
isy dia uc rt n its numerous illu 
ations Vi self interested T " a Br , | - . 
ypewriter roadcasting 
Sall , ‘ - 7) 
i k iil \ > | ) i W 
) ‘ te I ADIO Stat iz Re vacdcasting 
pa veek : pite f from the ( n Der tment 
stubl 1 t t \ lored Grand Ju tor Hig ‘ (rand Tun t 
ur, and sp few lennessee ently s ipel progran 
ges the f i courst r e student body t rhe sta 
| t S ? ncer t d artists 
tal 2 d ; , ‘ es ‘ rine im \ 
tf you v rT t vate a } tes yy 
triend, get k a fav or deny g Ra 21 [ qi 
ne, land a job le r just help t pewriter (3 n material for 
: 7 ‘ it b t \ a ed Iron 
u must kt \ erse intellige | the Gi \\ signing 
mpellir A ¢ \ g la ft the ( 1 lustily 
r acg i W I y 1 lew se lect « l I \ - Ab 
eop'e to ‘ | ‘ a i yping t t Wha 
ree t : ‘ eadet Ihe Say Ab ; ix : e words 
( I el i ead ais 1 _ 0 
\\ ] ] ? ‘ v t en 
I g 
| ] ‘ 1 ; t the 
rrival apy ersati start ke 
) i \\ l i son Lal 
} ke 1 
, 
‘ ‘ ’ 
I HERI $s | } ‘ nent of \ 
; . ) g YES ) \ ) ‘ 
failure Gan lee We P ; 
| rel ve alte : beet ‘ 
g 
KCV¢ ) ( } ( 
versat a be brough » of >tat [wee i 
cup! ‘ elp it! One gu ng that the you'd retu 
in « H to . bs I 5 5 thand 
brothe was ’ ib] rennet he kkeep ne. and ject 
tion and a k , ; \ i was place e stag 
nel | \ ' ‘ t l S \ “ tne p 
y \ i 
\ ha , \ n , T uned back ‘Jne § 
' ’ 
‘ treast t ed trom all 7 a n the aud structed 
\\ eate tur the rad at progran 
| : ‘ ‘ 
t ‘ \ ' . ‘ ee and off a e progra 
; Ac newman 1 ra 
ther cl i translated Enel he Bram Deg pCwrite 
‘ , 1 t 1h ‘ 
drama tor the | i Stage al 1 had } obbed ' . ‘ . = we 
: e R Stud 
i year wv Howa Rome 
When t ( t to lag would 
‘ \ | . . Pj 
Not. Jeserving of Pity 
re id I Art f \ (raw a 
Hill publish ll probably { +t A' , table Abbe R " Paris, w 
‘ As " 
\ if ] il b k ) mf Benjan ra \\ y ne day 
the guests were solicited for their answers t 
Po definitize your knowledge and practice the question, “What is your descr ption of a 
and acquire finesse and result-getting skill i man who most deserves ty? Many de 
conversational ventures, read “Salesmanship scriptions were given, each influenced to some 
for Eve ybody’ by Ely and Starch. N t only legree by the arac the person answer! 
is this an extremely readable book, but it ng Wher Franklin's turt 
shows you how to 


am he said 
put “salesmanship persua \ lor 


‘ rainy afternoor y} 
sion” in your talks and your personality. If loes not kr wt r 
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What is Opportunity? 


) 


— 


Measure Your Chances 


By this Yardstick 
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Underground Cable. Tube Maze 
Vital to City 


Described in Western Union's “Dots and Dashes” 
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When the street covering is removed im an Amern 


a worm'’s-eve view, lower left, of the maze of Western 


pneumatic tubes, and water, gas and other lines 


into a manhole in a New York City street, upper right, 
upper left, many Western Union cables. Lower right 


tunnel under Chicago street 
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On Chapter Nine of the Manual 
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Graded Letters 


On Chapter Ten of the Manual 
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FROM THE —" MASCULINE 
MARY RAYMOND SHIPMAN ANDREWS 


Copyright, 1913, by Charles Scribner's 
Reprinted in Shorthand by permission of the 
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The train was slow 
ly pulling out, and 
suddenly out of one 
of the windows 
Ellsworth's face of 
tragedy looked 
down at him 
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O.G.A. Contest and who won this most exciting shorthand event of the year 
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To be concluded mext month 
That promised story of Eugene Michel's about the Privacy of Letters in the Mails has had to be 
carried over another month because of this unusually long installment of “Amici."" You will find 
it in your June issue, along with the exciting finish of “Amici,” and the Big News about the 


Don't miss this number! 
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From the prize-winning sets submitted in the last Gregg News Letter Contest 
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